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1. To acqu&intl Agency 'top officials in the European
theater with the missions and funections of the Headquarters
Logistics Office, as related to support of overseas gtations.

2. To acquaint the sbove mentioned personnel with newly
established policies and regulations affesting logistic support
of oversess 1nsta11gtions and operations. <

3. To acquaint the above mentioned perscnnel with proposed
regulations and plans, including Mejor Support Commande and
wopldwide eupply system.

4. To assist in the solution of problems, including those
now known and those presented during tbe trip, which confront
the stationz to be viaited.

5. To determine the neced, if any, and to meke necessary
arrangementa for a Logistics Office team to be sent TDY to the
field to asalst in the solution of problems and in the lmplementa-
tion of new procedures and regulations governlng logiatic support.
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II LOGISTICS OFFICE
1. Migsion
Is reaponsible for:

a. Procurement, storage, issue and .accountability of
Agency eguipment end supplies.

b. Trensportation of personnel, equipnent and supplies.

o. Provision for warehousing, housing and other service
facilities

d. Coordination end compilation of forecasts of require-
wents for Agenecy logisticel support.

2. Organization (see chart)

&. Special Staff

(1) Péliey
(2) Liaison
(3) sStaff Studies

b. Ingpection and Review Staff
(1) Evaluate operational performance
¢, Administrative Staff

{1} Perscmmnel

§2) Budget

3) Training

(4) Procedures

(5) Security

(6) Office services

d. coordinétian and Requiremente Staff

(1) Coordination, intra~ snd inter-Agency

{(2) Logistical plauning assistance

(3) Continuing program to effect standardization
(4} Source of logistical statistics and information

3. Growth of Office (see chart)

a. Personnel

b. Requisitions recelved

¢. Documentz lssued

4. Dollar value of procurement

e. Tons shipped &P_NFQE@{\L
curit g
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A. Proocurement Division
1. Mission

e. Is responsible for:
25X1A

The ment of specielized services, supplies and
25X1A t

required for the support of Agency

operations.

b, It is also our future purpose to either furnish trained
purchaging personnel or to assist you in the selection and training
of such persommel to perform our mlgslon in your area.

2. Organization (organisation chart)

a. The Headqusrters organization is patterned on that of
the Department of the Army. It consiste of the Office of the
Chief and four Branches:

{1) The Contract Branch negotiates and administers
all purchases (except on General Supply Schedules) which
sxoeed $2,000.00. This includes large profuction contracts
which may exceed $1,000,000.00 esch, and slso research and

development contracts.

{(2) Purchase Order Branch: This Branch purchases in
the open market the multitude of small items which are required;
these are nearly all overt items. It alsc purchases in large
dollar volume from General Supply Schedules for standard
Govermmental type items,

25X1A

A
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B, Supply Division
1. Mission
a. Is responsible for:

{1) Reeeipt, inspectiocmn, storage, packnging and issuance
of alil Lgenuy supplies and equipment.

(2) Maintenance and operation of all facilities required
for the above.

(3) Maintenance of overall stock status and stock control
records on all ZI property.

b. We also intend to aid in the selection and training of
supply persomnel to work for you in your area.

2. Orgeniztion (see chart)

2. In the Headguarters area we have established an organiza-
tion copled along the lines of the Armed Services structures. The 25X1A

Headquarters Supply Division consists of my Office, |G <
the ZI Depols. They are:

{1) The Stock Control Staff, having & dual function of
receiving and consoclidating all stock status reports from the
field and rendering reports as required to show status of line
items and mometary value of all Agency property worldwide.
This Staff performs the actual stock conirol funetions of
Agency material within the United States. Here our requisi-
tions are processed and material is directed on its way,
either from depot stocks or from procurement channels. Thls
Staf{ is also charged with furnishing advice and assistance
to all operating elements on the instsllation and operation
of stock control functions.

{(2) The Identification and Cataloging Staff consisis of
catslogers involved in the identification and assigrment of
stock mmbers to Agency material.

(3) The Facilities Staff consisis of specialists
available to cur own depots and all operating echelons to
furnish guidance and proper operation of warehousing, packing
and preservation methods.

25X1A
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{5) ZI Depots

{a) To support the Headquarters area, we have a
depot 1n the Washington area which supplies the Head-
quarters area and prepares coverit material for overseas

shipment.

25X1A
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C.oxiy Information
€. Transportation Division
1, Mission
a. Is responsidble for:

Providing transportation and services for the movement
of persons and things for the Agency within the continental
United States and from the continental United States to
overseas bases. ‘

2. Organization (see chart)

a, The Tranasportation Division conslsts of the Office of the
Chief, the Planning and Control Steff, the Administrative Staff and
three Branches: the Hizhway Branch, the Cargo Branch and the
Passenger Branch. The functions of this Division are:

(1) Provide traffic management and transportation
services for this Agency.

{2) Prepare operational plans for transportation
requirements of this Agemey.

{(3) Plan and coordinate all aspects of the movement of
personnel and freight by all forms of transportation from
source to destination,

{4) Direct, doordinate and supervise all transportation
activities for which responsible.

(5) Exercise staff and technical supervisionm over all
matters pertaining to transportation at all Agency installations.

{6) Route and regulate commercial freight and passenger
movements of ail sizes.

{7} Exercise staff and technical supervision over all
matters perteining to highwsy transportation.

{8) Determine requirements for and direct the procurement
of all types of administrative motor vehicle equipment needed to
acecomplish missiona.

{(9) Maintain complete garage facilities for gemeral and
preventive maintenance and minor repairs of all Agemoy motor
vehicles in the Washington area.

{10) Formulate plans, policies and technieal methods for
the training of personnel engaged in transportation activities.
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D, Real Eotate and Gonsmcum Division
1., Mission

a. Is respousible for:

The overall real estate and construction program of the
Agency, exeept for certain space and maintenance responsi-
bility in the departmental area.

Organization (see chart)

a. The Division has both staff and cperational functions to

perform, and consists of four Branches:

i 3

(1) The Constm on Eneineerins Branch is a group of
technically trained Architects and ineers, This Branch
reviews and approves or recommends action on all arehitectural
and engineering requirements, It preperes or arranges for the
preparation of drawings and specificetions. The existing
policy of having the asctual preparation of plans and specifi-
cations sccomplished ip most Instances through the facilities
of other agencies or by comtract with srchitectural and engineer-
ing firms hes proven satisfactory in the past. In addition to
providing necessary lialson between this Agency and other groups
engaged in the preparation of plans and specifications, this
Branch nsgotiates and awards contracis, provides or arranges for
eonstruction supervision and contract administration.

(2) 7Tbe Utilities Enginsering Branch provides supervision
or staff and technical direction for utilities engineering
matters throughout the Agency. Facilities falling in this
category would include power instellations, sewer and water
systems, heating, air-conditioning and refrigeretion. This
Branch hss the same responsibilities in its field and operates
in mach the same wey as the Comstruction Engineering Branch.

(3) The Asguisition Branch acquires or provides staff and
fechnical direstion for acquisition of all Agency real property

These Branches conduct surveys to locate required real ¥
or review such surveys. They prepare real properiy appraleals,
negotiate with property owners or Govermment agencies, through
cut-cuts where necessary, for the acquisition of real properiy
and ineidental services and utilities. They prepare legal docu-
ments, including leases involved in acquiring real property end
the Acquisition Branch arrenges for advertising for bids of
approved construction work, reviews blds received and recommends
astion by the Construction Engineering Branch and assists the
Construction Engineering Branch in the negotiation of construc-
tion contracts where competitive bids are not involved.

Approved For Release 2001/08/1 %:E@R-E&PP78-O4718A000500050029-2
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b, The maintenance of the real property reglster is the
responsibility of these Branches. This register will be completed
~ following receipt of real estate reporting form now being comsi-
dered by interested Agency groups. The real estate register as
proposed will give a complete picture of all Agency resl estate
and should be of considerable value for administrative and budgetary

purposes,

-9 .
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D. Supply

1. Standerdized supply system and operating procedures, Field
regulations are under preparation, covering policies and detailed
operation procedures,

2. Treaining:

The Supply Division will aid the operating divisions in
recrulting and selection of persomnel to f£ill supply pesitions.
The final probldm as to training the supply personnel will be
taken care of by the training of new employees destined for
assignment within the supply system by & thorough eourse within
the United States.

SECRET

Security Information
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1. Proposed gtandardised operating procedures for guidance of
personnel in your ares charged with purchasing duties. Regulations
:;d mﬁi H de for flexibility where required to meet special local

tions,

2, A treining program in purchasing methods for personnel
assigned to overseas aress. Rotetlon of persomnel under career service

progres.
3. Establislment of a purchasing organization:

8. In order to become famillar with the volume, type of
purchasing and local problems, a qualified person from this
Office will make a site survey,

b. EHased on the information obtailned through thet survey,
& purchasing organization would be proposed which would £it the
nesds. If all the fields of procurement which are encountered
in Heedquariers are alsoc present in your area, the organization
will be similar to that in Headguarters.

6. Conslderatlon will also be given as determined from the
overall pleture obtained by this group, to the establisiment of
& main purchasing office at some point most effective in relation
to the industrial supply center. Such an office could support
your area purchasing office where the locasl supply sources were
found inadequate.

SECRET

Security Informafion
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F. Transportation
Regulations covering field transpartation are under preparation.

a. Cargo

{1) Responeibilities of Senior Representative in the
Field to aid in prior plamning for overseas shipment.

{2) Responsibilities of Senlor Representative in the
Field to furnish current infoarmation on the facilities for

recelving and handling cargoes at destination.

b. Travel

(2) Shipment of household goods.

{3) Shipment of unmecompanied baggage.,

{4) Shipment of rivate automoblles.

(5) Return of baggege, household goods, personal effectas

and privately owned automoblles from overseas to continental
United States.

¢. Agency Vehicles

(1) Registration and titling of vehicles at overseas
stations.

(2) Private use of Covermment vehicles.

(3) Eepair of privetely owned wvehicles at Govermment
expense.

SECRET

.. i Information
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5 5. Identification of the Overseas Household Goode and Unaccompanied
aggagat

a. Problem:
In many cases &ﬁﬁmny is encountered in losating

perasonnel when household goods end unaccoampanied baggage arrive,
due to the faat that the individual may be assigned elsewhere
I

25X1A

b, Action taken:

This is primarily lack of coordination between the Trans-
25X1A portation people and the Persomnel people in the fleld, since
25X1A the fndividual's[ il svmber, regardiess of assignment, is

furnished to the Sendor Representative GG 1t ie
understood that these dispatches are filed in the Personnel
Section, However, in the future, dispatches from Headquarters
will bear the notifiscation: "Info to Transportation.”

6., Difficulty in Handling Crates in Excess of 2,500 Founds:
&, Problem;

25X1A Crates weighing in excess of 2,500 pounds can be handled
but only with diffienity, and have to be broken

down for shipment ho smaller stations,

b, Action being takens

Commevcial pagkers are being requested to limit thelir

25X1C erates to 2,500 pounds maximum. For shipments  25X1C
Senior Representatlve should arrange 25X1C
t6 handle through to final destination in a manner ass forj - 25X1C

perzomnel.
7. SR Division:

Ascertain method used 4o receive and proccss materiel for this
Divieion to insure that items peoculiar to their operationz are held
for their express use when an operation is to be mounted by them.

, 8, Ascerbtailn fesgibllity of procurement of SR type items in a
1A I condition.

CUIRET !
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G. Real Estate and Construction

1. Effect of new procedure and regulation governing providing
guarters for Agency personnel in certain overseas aress,

2. The Real Estate and Construction Division has the following
sbjeative for the coming year:

e. To be of sssistance in the development of world base

progrems and other foreign facilities by gulding the architectural
and ing and supervise the conatruction of other

ng plamm
and the fol. special interest projects:
25X1A

STATSPEC

v. To lisison and understanding with NN
25X1C other agencies partieipating in our real estate and
eonatruction program.

o. To initiste a planned field inapeetion progran to insure
good facilities and utilities management and to furnish tecknical

advice to installation commanders,

d. To trein persomnnel to fill the expanding Agency require-
ments for installstion engineers, in conformance with the career

service progrsa,

25X1C

UECRE‘S -

formation
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